
APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OFTHE SECRETARY OF STATE 

INSTRUCTIONS: See Publication NO. 76-RM--1 for instructions on completing th is  form. Forward signed or$inal to 
Department of Archives and Hidory, Records Management Division. 330 Capitol Avenue, Adane, Georgia. 30334. 
Attention: Scheduling Secu'on. 4 

.Post O f f  i c e  Box 2406 
Savannah, Georgia 31402 

Sandra Jones Operations Manager 964-1721, 289 
i.-- - 
3. AnionRequcsMd 

- 
FOR AGENCY W E  [ 1. A- Address : #OR RECORDS MANAGEMENT USE I 

3. A$nT&ucsMd 
a- 63 &omn Retention Schedule; record will continua to accumulate. 
b. 0 Dispose of present acarmuiatiod: no further accumulation anticipated. 

I 
c 5 Amend Aoolication No. Checkone: a Chanse; 0 Sumrcecle: 0 Void 

1. Datesofotries I 5. R e a d s  %iU Title (fallowed bv tide usd in office: if different) 
Earliest Latest I 

1964 [ To Date Truck Reports rt\~ I 
i. Division and Offica Function What is the function of the Division and the Office in which this record series is mated? 

The D i r e c t o r  o f  Operations a s s i s t s  t h e  Execut ive D i r e c t o r  i n  t h e  managerial f unc t i ons  of t h e  
Georgia Por ts  A u t h o r i t y  and i s  responsib le  f o r  t h e  opera t ions  of t h e  Savannah S ta te  Docks 8 
Warehouses - Garden C i t y  Terminal and Ocean Terminal, Savannah S ta te  Docks & Ra i l road Company, 
Augusta S ta te  Docks - Barge Terminal, Bainbr idge Sta te  Docks - Barge Terminal 8 Brunswick 
S ta te  Docks 8 Warehouses. He a l s o  handles t h e  f u n c t i o n  o f  leases, i nc lud ing  n e g o t i a t i n g  
leases f o r  a l l  d i v i s i o n s  of t h e  P o r t  Au tho r i t y ,  and w i t h  commercial and i n d u s t r i a l  concerns 
f o r  use of space prov ided by t h e  Georgia Por ts  Au tho r i t y .  

The O f f i c e  Manager i n  which t h i s  f i - l e  i s  created supervises t h e  work o f  t h e  warehouse, 
b i l l i n g ,  import and expor t  department, analyzes sh ips '  schedules, coord inates t h e  processing 
o f  a l l  paperwork w i t h  f i e l d  d i v i s i o n s ,  insures t h a t  a l l  paperwork i s  p roper l y  prepared and 
c a r e f u l l y  balanced and v e r i f i e d  aga ins t  documentation received, f a c i l i t a t e s  exped i t ious  cargo 

'. R W r d  h i e s  Ducription This fik contains the following'documonts (indude form numbers and tit& if my): 
Attach samples of the file. 

Documents relating to: loading and unloading cargo. . 

lnduded are: Forms i n d i c a t i n g  t a l l e y  number, cosigner, des t i na t i on ,  c a r r i e r ,  q u a n t i t y ,  
commodity, ca l led, -due,  a r r i v e d ,  departed, elapsed t ime. 

File is arranged: Chronological  l y  

Y L Monthly Rdaronce Rate 
One to six months old 

How often are records referred to which are: 
3-4 1-2 . ; Seven to twelve months old ; Thirteen to twenty-four months old 

twenty-five months and older 0 ? 

1. A n n 4  Ram of Accumulation at Rlaords 
Lettersize drawers ; Legal-sin drawers ; Shelves ; other (Jperify) 2 boxes per  Year 



- 
-my- 

-- 
-__I 

- .. 

11. Retamion Requirements Thr following requires the saries to be kept: 

years. 1. Audit period year5 
years. e. Administrative need years. 

4 
a. S t a n k  

c. Federallaw years. f. Federal retention inmuaionr year 

b. Statute of Ilmitation 5 

Attach copy 01 excerpt of laws or regulations. Explain administrative need. 
-~ , . -  

~~ 

, 

12 Aoomved Ohposition IndlUWons '~ t h i s  agency rebmmends thst the file series be cut ort at mh.md of a&: 
, .  

' .' 0 Calen'dw qe&: LJ F is& -rear; 0. 0 t h ~  men, 
. .  

, .  

. .  . a Hold in the ament files wea ~-month(s) 

0 Transfw to Skte R F r &  &I*; ! hold 
a 08stray. . .  . 
0 Trandar to State Archives br'parmnent retenion. ~ 

a Other (specify) 

1 yeadsj; then 
Transfertol&lholdingwea,hold 3 y~ (S) ;&a  tran'sfe'r t o  dead  stara age, hol-d 2 .years 

yearb); thei 
. .  . 
. ,  

i 

I 

1 I 
These instructions apply to al l  prior and funre accumulations of the series. 

rlrcommandatiom in p ~ -  

faph 12 are approved. 
V f  disappmvsd, attad, letter 
r f  explanation.) 


